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Eventually, all AASIS users have to deal with a cantankerous password.  Fortunately, 
password problems typically fall within a limited number of predictable groupings.  The 
below questions (and answers) relate to the most common password problems: 
 
Q. I am trying to change my password and I get a message that says, “Password is in 
exception table.”  What do I do? 
 

 
 
A. Part or all of the new password you are trying to use is in not permitted as a 
password.  Try specifying a different password. 
 
 
Q. I am trying to change my password and I get a message that says, “Please only 
change your password once in one day.”  What do I do? 
 

 
 
A. You can only change your password once a day.  If you need to change your 
password again, call the AASIS Help Desk at 683-2255 and ask them to reset it for you.  
Once it is reset and you logon, you will be prompted to change your password. 
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Q. I am trying to specify a new password, but I am getting a message that says, 
“Password is not long enough, please choose a different password.”  What do I do? 
 

 
 
A. You are trying to specify a new password that is less than 8 characters long or has 
spaces in it.  Please make sure the new password is at least 8 characters long and has 
no spaces in it. 
 
 
Q. I am trying to logon and I get a pop-up box asking for a new password.  Why? 
 

 
 
A. Either your password has been reset by someone on the AASIS Help Desk (which 
will only be done at your request) or your password has expired because it is over 90 
days old.  In either case, specify a new password. 
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Q. When trying to logon, I get a message box that says that I am already logged on.  
What is the problem? 
 

 
 
A.  SAP licensing requirements prohibit simultaneous logons by the same person, so 
we have restricted this capability.  If you are not already logged on, then the following 
may be possible: 
 

1. If you were logged on and lost connection, your previous logon is still connected to 
the system and you can choose the first option to “Continue with this logon . . .”.   

2. If you have shared your User ID and password, the other person may be logged 
on.  Sharing User IDs is not a good practice and is strongly discouraged because 
you are responsible for actions taken using your User ID.  Change your password, 
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stop sharing your User ID and password information, and have the other person 
contact their Supervisor or Manager. 

3. Someone may be using your User ID and password without your consent.  If this is 
the case, record the terminal ID at the top of the message and contact your 
agency’s network administrator to determine who is using your User ID.  Then, 
logon and change your password to one you can remember without writing it down.  
And, of course, don’t share it with anyone. 

 
Q. While attempting to log on, I made the mistake of entering my password where my 
User ID should have gone.  Now my password appears among the User ID selections, 
compromising my password security.  How can I remove my password from the User ID 
selections? 
 
A. From your main SAP screen, click on the “Customizing of local layout” button on 
the far right of the toolbar or press <ALT>+F12.   

 

 
  
Click on “Options…” 
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Click on the “Local Data” tab.  Then click on the “Clear History” button.   
 
This should take care of your password problem.   

 
 
 
Q.       Where can I find more general information about AASIS passwords?   
 
A.  On the AASIS web site.  
 


